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1. At the reguest of | |a survey of the Enmergency
Felocation Site records was made by Headgquarters Records Analyats,
| | %he records of the Engineering
Tivision were exciuded, as requested pending the
completion of & procedursl study of Agency real estate and cone
gtruction setivities. In addition, this suwrvey 4id not include
vecords of the VM Repocitory smd the Records Center, nor records
[ Jof the Office of Commnications.

2. This survey consisted of compiling an inventory of the
recoxds holdings in each organizational element and obtaining
informetion from responsible edministrative officials as to the use
and value of each category of records, From these Pacts, the
snalysis prepared proposed records cantrol schediles, discussed these
with your component chiefs, and obtained their concurrences. These
gscaedules have received full headquarters approval including that of
the appropriate support components and the Records Management Staff.
Accordingly, I am now transmiviing the schedules to you for your
review, approvel and implementation.

3. During their records survey, the analysts also reviewed
filing systems. Their examination disclosed that the Agency mbject-
numeric filing system wag belng used effectively in the
Personnel, and Procurement and Supply Pivisions, snd that the mtem
could be used advantageocusly in your immediate office and in the
Secnrity Mvision.

k. The Security Division requested immediate assistance becsuse
of filing difficultles. These difficulties were corrected through the
installation of a subject-musaric system and the development of a
"tallored" index. This index affords a guick mesns of coding materials
to be filed, and provides an efficient aid to loeating requested
documents. As a reference aid, this index is particularly valuable to those
pergons wnfamiliar vith the files. The heavy pressbosrd-type folders
gn;;iﬁnly used e replaced with less costly, space saving, kraft
-
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5. The records survey also disclosef two sets of groperty
control £fles on the Station. One of these files wes eliminated,
resulting in the destruction of spprosimstely seven cubic feet of
control. cards.

_ 6. momwhmmmwtoammmm
it is recommended that:

: a. 7The Records Management Steff de notified vhen the
Procedural study of real estate and construction activities
has been completed so that we may prepare a records eontrol
schedule for the Engineering Division.

be ¥We be affordsd an opportunity to install the
subject-mumeric £iling system in your immediate office.

_ ¢« Disposition sction as smthorized in the Records
Control Behednle de applied to all previcusly retired
records as well as to those ewrrently in the offices.

7. I wieh to express my appreciation for the sssistance and

aplendid coovperation afforded us by
and other members of your staff &

8. Please feel free to call on me sgaln for sssistance on
records managenment matters. ,

ame!mnts.
1. Records Contrel sehe&:u.e _
2, File Indax for Security Divistion
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